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Chapter 4
Training Completions and Evaluations

Chapter Overview

Introduction This chapter explains the processes related to documenting training
completions and evaluations and required training to include updating the
employee’s record. It also includes retrieving required and completed
training, and attendee lists.

See Also Module 1, Fundamentals of the Modern DCPDS
a” Chapter 6, Retrieving Records
Chapter 7, Folders
In this Module

Chapter 1, Requesting Training

Chapter 2, Arranging Training

Chapter 3, Managing Enrollments, Attendance, and Cancellations
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Chapter 6, Reports
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Chapter Overview, Continued

Who Does It

! B

Before You
Begin

Components will determine who has this responsibility.

Employee’s training history, both completions and non-completions will be
recorded in Oracle HR, People Window (Special Information Type).
Training history does not reside in OTA.

Before training is recorded, business rules require course evaluations by both
the employee and supervisor be completed. Once the evaluations have been
completed, the Evaluation report is set to run daily, and the enrollment status
is shown as “Completed.”

Each location, normally the OTA Training Administrator, must set up daily
Reports to run Course Evaluations for the employees on the day after a course
is scheduled to complete. This is a one-time set up. See Chapter 6 for
instructions.

One-Time Events, although an Evaluation is not required, must have the
Submit One Time Event Update HR report turned on in order for the
completed training to flow to Oracle HR. This is a one-time set up. See
Chapter 6 for instructions.

Although every employee is scheduled to have a log on and ID capability, all
may not have immediate access to a PC. In the cases where an employee
does not have a Civilian Inbox, the evaluation will be sent to the supervisor or
training monitor as determined by the Component.

You can also record employee’s training, such as self-development, by
accessing the People Window (Special Information Type) Completed
Training Window without going through any enrollment process in OTA.

The Completed Training Window populates the Activity Type and Course
Name (bottom of window) when OTA is used to enroll an employee. Course
Title does not populate. However, if you input training completions external
to OTA following this procedure, you must type in the Course Title. You can
also select the Activity Type, which will then open the Course Name and give
you access to the Course Catalog.

Course Name from the Completed Training Window, not Course Title, prints
on the Employee Career Brief. You can copy and paste the Course Name into
the Course Title data field before printing the brief, if you desire.
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Managing Completions and Evaluations

Purpose This section will show you how both evaluations and completion
certifications are processed by the employee and supervisor prior to
forwarding for inclusion in the employee’s record. On the day after
graduation of the Event, OTA will flow the Employee Course Evaluation to
the appropriate person.

To the employee, who will Then
e Annotate training was completed Forward to the supervisor for
and grade received. completion of the Manager
e Complete the Course Evaluation. | EValuation.
Then
The supervisor will: If training was not completed,
e Complete Manager Course | the supervisor will:
Evaluation. e Notify appropriate
e Certify completion. personnel.
e Save.
e Completed Training
in HR will be
updated.

/.
l Note: If your Component chooses to use an external evaluation for
a particular Event, you must first turn off the Submit Course Evaluation
to the Employee Report. Change the Enrollment Status on the
Enrollment Summary Window or the Enrollment Details Window to
“Completed,” save your action, and the Event is recorded automatically
in the employee’s training history in Oracle HR.

Continued on next page
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Managing Completions and Evaluations, Continued

Completing the This describes the procedures that employees and managers will normally
Evaluations follow in completing a course evaluation.

Step

1

Action
On the day after graduation, the Employee Course Evaluation
displays in the Training Contact or the employee’s Civilian Inbox.
If the employee does not have a Civilian Inbox, the Evaluation can
be provided to the employee either by
e A printed copy of the Evaluation or
e The employee can complete the evaluation on the Training
2
Contact’s computer.
511 Employes Lourss Evaluation i3
__Empioyee Certificate of O ]
Crmplavee Mame [~olly. Jamos W —
Course Title |[3ASIC MG T ZMPRELAT
Start Nate 4 Farl Nat= 12 MO 1359
Supcrsar =
pid you successfully complete this coursev (& fex (wl'T}
I+ yes, what grade did you receive?
@ Satietactory ® CEU:
) Paseed () Semseter:
(' Humeric Soore: () Quarter:
) Letter Grade: ,'“_ O Honc
chnnae the sratement 11 2red helnw that hest vepresants the ewrent
En whirh ya agres nr disagree wlth earh =ratemant.
1. The description of the coursc adcquately doscribod
[3-metherpares o Jisaree S B R et avne, snawes -3 mesther
agree nor disagree).
[ =Nt A e, | 20 =R adeguately covered the subfsct mattex snd
il:NQNHEIAQTQQNDT:NSEI]V’EE j A i nibher malerial=s eolianead
4. The level of difficulty of the course content was
[ - heiheragree Mor Dicegree -] EEEEEetn, (lenes Germee A% g oo o
strongly agree.)
5. The instructor was effective:
- Demonstrated a thorough knowledge of the course
ii = Meither Agree Mor Disagree :J| content ;
- Made good use of classroom time:
- Directed group instruction effectively.
6. Ths course contributed to my knowledgesfskills and
ISZNBltherAgree Hor Dizagree :_“ ny objectives for taking this course were adequately
met .
i3=l‘-leitherAgree Hor Disagree :J| 7. overall, the facilities were adequate for training
e,
|3=NeitherAgree Nor Disagree ‘:l 8. I would recommend this course to my colleagues.
Comments
-
K -
L]
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Managing Completions and Evaluations, Continued

Completing the Evaluations (continued)

Step

Action

2

The employee completes the Evaluation, saves it, and forwards it
to the manager/supervisor by selecting a name from the LOV. The
Manager/Supervisor receives it and clicks <Respond> to open and
complete the Manager Course Evaluation.

EI e

@J CH X Query Only Open Notifications
Date Time Received RPA Description & Reguest Number Comment

20—JUL—1999 [EEFEE Employee Course Evaluation

20-JUL-1999 14:37:03 Employee Course Evaluation

[ 20-JUL-1999 14:37:02 Employee Course Evaluation

[ 20-JUL-1999 14:37:02 Employee Course Evaluation

[ 16-JUL-1999 10:00:17  CAO/TRANSFER R q Failure: Meli Cruzenrigq

[ 15-JUL-1999 07:27:30 Update HR Complete : RPA : Career-Cond Appt : Req# 99JUL001934

[ 13-JUL-1999 14:10:30 RPA: Termination-Exp of Appt : Reqg¥ SUSPENSE:4148

| 13-JUL-199914:08:31 RPA: Termination-Exp of Appt : Reg# SUSPENSE: 10214

[ 09-JUL-1999 16:51:24 RPA: Change to Lower Grade : Req# 99.JUL001913

;“-‘Z}JUN71 999 16:52:57 RPA : Realignment : Reg# 99.JUN0D1375

K1

Message

The Certification of Completion and Evaluation for ADY PAVEMENT DESIGN is forwarded to you, notify <
MONA HAVELREE to complete the Course Evaluation.

Respond i Open i

The supervisor responds to the three statements on the Evaluation
using the drop down menu for each and places any free-flow
remarks in the Comments fields.

% Manager Course Evaluation

Employee MName iKeHy, James W
Employes i

Manager iFaucheux Sharon CPMS

Course SEIAS\C MGMT EMP RELAT

Did employee successfully complete this course? C ¥es @ Hal

Choose the statement listed below that best represents the extent
to which you agree or disagree with each statement.

I _-” 1. The training objectives were met.

| _” 2. This course made a positive impact on the employee's
job performance.

I L” 3. I will schedule other employees with similar
requirements to attend this course.

Comments

I

Continued on next page
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Managing Completions and Evaluations, Continued

Completing the Evaluations (continued)

Step

Action

4

If the supervisor needs to view the Employee Evaluation, the
supervisor clicks the <Employee> Taskflow Button on the
Manager Course Evaluation Window. The Employee Course
Evaluation displays. The Employee Course Evaluation now has a
<Manager> Taskflow Button used to toggle back to the Manager
Course Evaluation Window.

73 Employee Course Evaluation [Read-Only)
Empioyee Certificate of Completion

Emplayee Name||
Manager...
Course Title
Start Date End Date

Supervisor

Once the supervisor completes the evaluation, certifies
completion, and saves it, the training occurrence will flow to HR
Completed Training.

Note: The Evaluation(s) flow to the HR office that initiated the
report. It does not display in a Civilian Inbox. Personnel in the
HR office can access and print the Evaluations by going to the
Navigation List and clicking Employee Course Evaluation or
Manager Course Evaluation. Scroll through all evaluations by
placing your cursor in the Course Title data field of the Employee
Course Evaluation and clicking the Page Up/Down keys.

If the employee has clicked the No radio button and inputs a Date
Withdrawn, further action is not required by the Supervisor on the
evaluation except to save it. The incomplete training flows to HR
with a Start Date and Date Withdrawn in the Details Region before
opening the Completed Training Window (DDF). The Date
‘Withdrawn data field populates in the DDF.

¢ Example:
Information
[Hame Exists
Wplemd Training ®
Required Training I
r
3 i

Details
Start Data End Ciate Diatail 11
,_...l' 02-MAR-2001 02-MAR-2001 2.02-MAR-2001.02-MAR-2001...0.0 E

Training: Completions and Evaluations Mod 7, Chap 4, page 6


mcknigc


November 30, 2001

Recording Completed Training in HR

Recording Completed  This procedure is for documenting training not completed through the
Training in HR OTA process; €.g., self-development, completed at another Component
and not recorded.

Step

Action

1

On the Navigation List — SIT Completed/Required Training —
<Open>.

The Find Person Window displays. With the cursor in the Full
Name data field, click the LOV and click the employee’s name or
query for the employee’s name or type in the name exactly as it
appears on the database.

Click <OK>.

& Find Person [_ O]

Full Marne

Employee Mumber

Applicant Number

Social Security

The Full Name and Employee Number fields populate. Click
<Find>.

The People Window displays with the data fields populated. Click
<Special Info>.

The Special Information Descriptive Flexfield displays with the
Current Record Indicator next to it. Use the left scroll bar to select
Completed Training. Click the Detail data field to display the
employee’s completed training.

Continued on next page
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Recording Completed Training in HR (continued)

November 30, 2001

Step

Action

6

4

The Completed Training Descriptive Flexfield displays. Use the

LOV to input the following data fields:

Note: Not all fields need to be completed. Each Component
selects the items required by their training policy, in addition to

those

required by OPM.

L

EE]

Course Tila

Total Cowse Hours
Class Start Date
Clazs Graduation Date
Course Gracle
Diate Withdrenam
Actunl Direct Cost
Actual Indiract Cost
Actual Total Cost
Funded By Direct
Funded By Indirect
Funding Source
Direct PECID
Indirect FEC ID
Training Source
Type

Mathod

Fririty Inclicator
Course Code
Dacision Source
FPCS Cost Indicator
Local Code

Major Claimant MAJZOM Data
Achvity Type

Course Name

M Army Civil Works

A AAmy [AMEC, ALMC, CECOM, f
3 Seminar
1 1 Critical/Mandated

2 OnlIDP Only

2-C SUPERVISORY

ADVAMCED CONSTRUCTION ENG
T

08-JUL-2002

17-JUL-2002

B B

000

2000

5000

ADV CW CONS COST ENG

Training: Completions and Evaluations
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Recording Completed Training in HR, Continued

Recording Completed Training in HR (continued)

Step

Action

6 (cont)

Data Field

Description/Action

Course Title
(120 characters)

Type the title in ALL CAPS. This is
for training completed outside the
OTA process. Required field.

Total Course Hours

Total for duty and non-duty. Required
field.

Class Start Date

Type in the date. Required field. Ex:
01-Mar-2001

Class Graduation
Date

Type in the date. Required field. This
can be future-dated and HR still
accepts it.

Course Grade

Click the LOV to select letter grade.

Date Withdrawn Type in the date, if appropriate. Auto-
populates when Evaluations are used
or Enrollment Details changed.

Actual Direct Cost Type in Direct Cost dollar amount.

Actual InDirect Cost | Type in Indirect Cost dollar amount.

Actual Total Cost System auto-populates total amount.

Funded by Direct Click the LOV to make a selection.

Funded by Indirect | Click the LOV to make a selection.

Funding Source Click the LOV to make a selection.

Direct PEC ID Type in the number.

(AF use)

Indirect PEC ID (AF | Type in the number.

use)

Training Source

Click the LOV to make a selection.
Required field.

Type Click the LOV and query, i.e.;
%NV % for Navy.
Method Click the LOV to make a selection.

Required field.

Priority Indicator

Click the LOV to make a selection.
Required field.

Training: Completions and Evaluations
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Recording Completed Training in HR, Continued

Recording Completed Training in HR (continued)

Step Action
6
(cont)
Data Field Description/Action

Course Code Optional use.

Decision Source Click the LOV to make a selection.
Required field.

PCS Cost Indicator |Click the LOV to make a selection.

Local Code Optional use.

Major Claimant Optional use.

MAJCOM Data

Activity Type Click the LOV to make a selection.
This filters the Course Catalog to
select one of the nine OPM training
types.

Course Name Click the LOV and select from the
portion of the Course Catalog filtered
by Activity Type above; i.e., if you
select Medical, you will only select
from medical-related training courses.

7 Click <OK>. The completed course data string displays in the
Details Region of the Special Information Window. Click Save
on the Toolbar.

4 | o
Note: You may record incomplete training, using the same DDF
by typing the date in the Date Withdrawn data field, and selecting
from the LOV (Incomplete, No Show, or Unsatisfactory) from the
Course Grade data field.

Training: Completions and Evaluations
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Recording Required Training in HR

Purpose This section will show you how to record or update Required Training in HR.
Required training can be used for the IDP process. It can be accessed by the
Supervisor, Training Coordinator, or Training Monitor for input purposes.
Retrieving data is explained in the next process, Retrieving
Completed/Required Training in HR

Recording Required
Training
Step Action
1 | Follow Steps 1-5 of the procedure on Recording Completed
Training in HR.
2 | On the Required Training Descriptive Flexfield, complete the
following data fields:

e OST AND PRICE ANALYSIS
Eequired Start Date  [0Z-APR-2002
Fequired End Date  [06-AFR-2002
Frojectad Indirect Cost  [150.00
Frojected Direct Cost [1200.00
Frojectad Total Coet [1650.00
Tyhe
Sourca [D D Other DoD [DAU, DLA. SUP, AFS
Activity Type 4 ADMIN & ANALYSIS[PUBLIC/ELIE
Course Mame [COST RISK ANALYSIS _l;j
]

7

Continued on next page
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Recording Required Training in HR, Continued

Recording Required Training (continued)

Step Action
2
(cont)
Data Field Description/Action
Course Title (60 Type in the course title. Required field.
characters) ALL CAPS
Required Start Date | Type in the date. Required field.
Required End Date Type in the date. Required field.
Projected Indirect Type in dollar amount. Optional field.
Cost
Projected Direct Cost | Type in dollar amount. Optional field.
Type Click the LOV. Optional field. Thisisa
combined table, query with %AR_% for
Army, etc.
Source Click the LOV. Optional field.
Course Category Click the LOV to filter the Course
Catalog to select one of the nine OPM
training types. Optional field.
Course Name Click the LOV to select from the portion
of the Course Catalog filtered above; i.e.,
if you select Medical, you will only select
from medical-related training courses.
Optional field.
4 Click <OK>. The Detail data field populates with a string of data.
5 Save your action.

Training: Completions and Evaluations
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Retrieving Completed/Required Training in HR

Purpose This section will show you how to retrieve Completed and Required training
information from Oracle HR. These retrievals can be accomplished for a
specific employee’s record or for a list of employees with similar training
experiences. The information can be exported to another format and
manipulated as needed.

See Also Module 1, Fundamentals of the Modern DCPDS
&’ Chapter 6, Retrieving Records
Who Does It
i B Components will determine level of access to employee records.

Retrieving Training
Data on Individual
Employees

Step Action
1 | Follow Steps 1-5 of the procedure on Recording Completed
Training in HR to retrieve an employee’s record.

2 | If the Information Exists checkbox is selected, data is available.

The Details Region indicates the Start and End Date data fields of
the Completed Training. There is a Detail data field and a blank
DDF. Place your cursor in the Detail data field in the Details
Region and double click.

/. . . o .
sz Note: Since only eight entries display on the window, the count at
the bottom of the window shows the total number of completions.

3 | The Completed Training DDF displays with completed training
data. You can do a screen print to capture each event, use your
agency’s query tool, or use the Civilian Servicing Unit (CSU) to
capture a report on the employee’s training.

4 Exit the window.

Training: Completions and Evaluations Mod 7, Chap 4, page 13
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Retrieving Training in HR for a List of Employees

Retrieving Training for a
List of Employees

Step Action

1 On the Navigation List — Special Information — View
Employees by SIT > <Open>.

2 The List People by Special Information Window displays with
nine data fields and a blank Descriptive Flexfield.

= List People By Special Information M= 3 ’
Special Information Type Find
Details
oy
Full Mame Type Employee Mumber Applicant Number  Start Date End Date
il
ar [ci|

Click the bottom scroll bar to view the second half of the window:

e e 3 [B
1 Find |

Start Date End Date Details []

3 With your cursor in Special Information Type data field, click the
LOV. (The shortcut method is to input “%Completed Training%”
or “%Required Training%” in the data field and click Enter.)

Continued on next page
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Retrieving Training in HR for a List of Employees, Continued

Retrieving Training for a List of Employees (continued)

Step

Action

4

Select Completed Training, Required Training, or Education
from the LOV and click <OK>.

Find | Camxli

The Special Information Type field populates with Completed
Training, Required Training, or Education and the blank DDF

displays.

Training: Completions and Evaluations

Continued on next page
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Retrieving Training in HR for a List of Employees, Continued

Retrieving Training for a List of Employees (continued)

Step Action

6 Type a Course Title and click <OK>. This returns you to the List
People by Special Information Window and creates the flexfield
string for the Details data field of the List People by Special
Information Window. This string is used as part of your query
criteria.

7 Click <Find> located next to the Special Information Type data
field.

8 The data fields populate with the Full Name, Type, Start and End
Date, of the employees who have completed the identified course
for a total of eight names.

9 If you want to print a copy, you may want to export the names into
an Excel spreadsheet following the procedure on the next page;
otherwise, your screen print will display only eight attendees at a
time.

B |ist People By Special Information

Special Information Type |Completed Training
Details | - Benefits.....oeeeneen

Full Name Type Employee Mumber  Applicant Murmber  Start Date End Date Deta
;!Wehb, Charlotte A Employee 1621 19.AUG-1998 Retir

< | o
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Obtaining a List of Names

Purpose

See Also
&’

Who Does It

! B

Before You
Begin

Obtaining a
List of Names

This procedure will guide you through the steps to obtain a list of names for a
specific Event and their status.

Module 1, Fundamentals of the Modern DCPDS

Chapter 7, Folders

Components will determine the level of access to employee records.

The previous process, Retrieving Training in HR for a List of Employees, is
limited to those who have Completed or are Required to take the Event. By
using this procedure, you can extract a list of names which can be used for:

Class rosters for classroom instructors.
Alternates Wait Listed for an Event.

Reports.

Step

Action

On the Navigation List — Enrollments — Student — <Open>.
The Search for Event Window displays.

Continued on next page
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Obtaining a List of Names, Continued

Obtaining a List of Names (continued)

Step Action

2 Query the Search for Event Window to locate the Event. With
the Current Record Indicator on the Event you need, exit the
window.

28 Privacy Act of 1974

Action Edit Query Go Folder Special Help  Window

M| 2FE SRS sleln] &2 £
[Escachforfvon A=
=l

Title Activity Center Start Date End Date Status Standard Price E
= Tabes Albany, GA  [D1-AUG-1998 [10-AUG-1998

3] ADMIN OFFIC 03-AUG-1998 [07-AUG-1998 |Normal 250

JUL 24 TEST |LEAD TRAIN T |Albuquerque, [24-JUL-1998  [24-JUL-1998  [Normal

3 The Enrollment Summary Window populates with the Students
and Event. The Event Title also displays on the Title Bar. The
status of each student; e.g., Completed and Placed, is shown in the
Enrollment Status column, alphabetical by Enrollment Status.

2 E nrollment Summary[Mavy Training) = B3 I
=l
Murmber Company Event Student Enrollment Statt
= 61] Mavy Training |Camba, Tiffany S Ms Completed
62 Navy Training |Austin, Kathleen § Placed
101 Mavy Training |Bacon, Anthony L Placed
102 Nawvy Training |Davis, Annie G Placed

/.
L/Z Note: As the window displays only eight names at a time, click
Query on the Main Menu and click Count Matching Records. The
total number displays at the bottom of the window.

4 If you want to sort the names by Enrollment Status before your
next action, remember you can sort only the first three columns.
Click the Folder Tools button on the Toolbar, which becomes

enabled when you navigate to a folder block EI

Continued on next page
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Obtaining a List of Names (continued)

Step Action
5
L= | o
= LRI
4=
The Folder Tools Palette displays To move a
data field, click in the data field and then click the Move Left
button on the Palette. Only the first three data fields can be sorted
so move the Enrollment Status to one of the first three positions.
6 Click Folder on the Main Menu and click Show Order By.

You will now see an Order By button under each of the first three

data fields

sort setting:
e Ascending
e Descending

e No Ordering

Note: If you define multiple sorts, the records display in the order
of the first data field’s sort. Then, within that first sort order, the
records display by the sort in the second data field and so on for

the third data field.

. Click the button of a data field you want to sort.
Click the button again until the message line displays the desired

Since you can print only eight names at a time, you may want to
export them into an Excel spreadsheet following the procedure,

Exporting Retrieved Data, in this chapter.

Training: Completions and Evaluations
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Exporting Retrieved Data

Action

With the List People by Special Information Window or other
folder information such as Enrollment Summary displaying the
information you want to export, click Action on the Main Menu
Bar then click Export. You can hide columns in OTA you don’t
want to export.

The Export Data Window displays. Click the radio button To a
text file (tab-delimited) then click <Browse>.

Cancel

Exporting
Retrieved Data
Step
1
2
3

The Export Window displays. Click the Drives drop-down menu
and select your shared drive. If you do not have a shared drive,
use your C:\ TEMP drive as you will save it later in Excel. Select
desired Folder in the Folders menu. Type in your file name under
File name data field: (less than 8 characters, requires the .txt file
extension). Click <OK>.

[ ] K E3
Evpant o
File name: Ealders: Carcal

o Sspsbemimapat 1 033t
= S .
= PROGAA™T
= COMMON=T
= SYSTEM
= M
,ﬂ_ = 1033 d
Seave fle & ype: Dirpwes:
Jed Faesp ) =l = =1

Training: Completions and Evaluations
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Exporting Retrieved Data, Continued
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Exporting Retrieved Data (continued)

Step Action
4 The Export Data Window displays with your file name. Make a
note where you have stored it in order to retrieve it later.
Expoit Data | <]
' To Microsoft Excel
I Alitoize all collimg
(® To atextfile (tab-dalimited)
CATEMPYjan.txt
Cancel Export
5 Click <Export>.
Open an Excel spreadsheet, then click File and Open. Locate the
file you saved in Step 4 and click Open.
7

The Taxt Wizard has determined that your data i Delmited,

IF this is correct, choass Next, or chooss the data bype that best desoribes your dats.
rOrignal data type

Choose the Fie type that best describes your daka:

- Charackers such as commas or babs separate each Fisld,
- Fields are shigned in cofumns with spaces between each fisld,

Stark import &k pove: 1 5‘ Fie grigin

Prendeye of file CHTEMPIR a0 bk,

Windawes (AMST)

J.hunhcrﬂtmpmnﬂﬂumﬂ%udmtﬂlnzollum StatusOSourcellelegate ﬂ

2 LO100OTan' s WorkshopORansri, Famsls JONoo Compleceddi CovsErmant

2 PIN0Tan' s WorkshopdCyr, Dooma LOCompletedOA Army (AHEC, ALHC, C©

4 |

L4 -

J| I Jid
Cancel I Bach irmn; I Einksh |

The Text Import Wizard — Step 1 of 3 Window displays.

Teul Impodt Wizadid - Step 1 of 3

Click <Next> until you reach Step 3, then click <Finish>.

Training: Completions and Evaluations
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Exporting Retrieved Data, Continued

Exporting Retrieved Data (continued)

Step Action

9 The information populates in the spreadsheet. You may now
format it in whatever you need, export to managers, etc.

B Miciosalt Excel - Book1

[E)e Et You psst Fomat Took Qata Widow ep

NeRs 82y RE) gz : gj,ﬂ{éj”mdwnfu
3 = =

A B L | = F

1 Full Name Type Employee N Start Date End Date Details
"émﬁrolm, Joan F o Employee 19681 27-Har-01 AIR WAR COLLEGE
ﬂﬁraun, Daisy © Employes 21837 25-Mar-01 AIR WAR COLLEGE
4 |Brown, Crystal |Emplovee 21536 25-Har-01 ATR WAR COLLEGE
§ |Brown, Clauds L Employes 12700 28-Har-01 AIR WAR COLLEGE
-E'"Brotm, Cheryl L Employee 18191 3-Har-01 ATR WAR COLLEGE
“?:mﬁl:aun, Bruce E Employee 15004 28-Mar-01 AIR WAR COLLEGE
g

10 | Save your Excel worksheet to a folder you have set up for that
purpose with an extension.xls.
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